
RESOLUTION NO. 91-34 

A RESOLUTION OF THE LODI CITY COUNCIL 

AND SALARY RANGE FOR PERSONNEL TECHNICIAN 
APPROVING THE NEW CLASSIFICATION, JOB SPECIFICATIONS, 

RESOLVED, t h a t  t h e  Lod i  Ci ty Counc i l  does hereby approve t h e  new 
c l a s s i f i c a t i o n  and j o b  s p e c i f i c a t i o n s  f o r  Personnel  T e c h n i c i a n  as shown 
on E x h i b i t  A a t t a c h e d  h e r e t o ;  and 

FURTHER RESOLVED, t h a t  t h e  L o d i  City Counc i l  hereby approves t h e  
e s t a b l i s h m e n t  o f  t h e  f o l l o w i n g  s a l a r y  range f o r  t h i s  c l a s s i f i c a t i o n ,  
e f f e c t i v e  March 6, 1991: 

Personnel  T e c h n i c i a n  

1607.26 1687.62 1771.99 1860.59 1953.65 
A B C D E 

Dated: March 6, 1991 

I hereby c e r t i f y  t h a t  R e s o l u t i o n  No. 91-34 was passed and 
adopted by t h e  L o d i  Ci ty Counc i l  i n  a r e g u l a r  meet ing  h e l d  March 6, 
1991 by t h e  f o l l o w i n g  vo te :  

Ayes : Counc i l  Members - Pennino, P i n k e r t o n ,  S i e g l o c k ,  S n i d e r  
and Hinchman (Mayor) 

Noes : Counc i l  Members - None 

Absent: Counc i l  Members - None 

e p u t y  Ci ty C l e r k  

f o r  A l i c e  M. Reimche 
City C l e r k  

91-34 



CI'LY U P  L U U l  March 6,  1991 

DEFINITION: 
PERSONNEL TECHNICIAN 

TO perform a v a r i e t y  of  r e s p o n s i b l e  p a r a p r o f e s s i o n a l  and suppor t  d u t i e s  
r e l a t e d  t o  employee b e n e f i t s ,  r e c r u i t m e n t  and examinat ions ,  i n t e r p r e t a t i o n  
and a p p l i c a t i o n  of p o l i c i e s  and p rocedures ,  and wage and s a l a r y  
a d m i n i s t r a t i o n .  

c 
DISTINGUISHING CHARACTERISTICS: 

This  c l a s s i f i c a t i o n  i s  d i s t i n g u i s h e d  from h igh  l e v e l  c le r ica l  classes by t h e  
e x t e n t  and n a t u r e  of  r e s p o n s i b i l i t y  f o r  p a r a p r o f e s s i o n a l  f u n c t i o n s  r e l a t e d  
t o  t h e  C i t y ' s  pe r sonne l  programs,  and t h e  requi rement  f o r  unde r s t and ing  and 
i n t e r p r e t a t i o n  of f e d e r a l ,  s ta te  and local  laws, codes ,  r e g u l a t i o n s  and 
p o l i c i e s .  

SUPERVISION RECEIVED AND EXERCISED: 

T h i s  c l a s s i f i c a t i o n  works under  t h e  g e n e r a l  d i r e c t i o n  of t h e  Personnel  
Director o r  des ignee ,  and h a s  r e s p o n s i b i l i t y  f o r  an  a s s igned  area of 
p a r a p r o f e s s i o n a l  pe r sonne l  d u t i e s .  

T h i s  c l a s s i f i c a t i o n  may d i r e c t  t h e  work of  c l e r i c a l  s t a f f .  

EXAMPLES O F  DUTIES: 

Du t i e s  may i n c l u d e ,  b u t  are n o t  l i m i t e d  t o ,  t h e  fo l lowinq:  

c 

Provides  a wide v a r i e t y  of  i n fo rma t ion  to  employees r e q u i r i n g  t h e  
i n t e r p r e t a t i o n  and a p p l i c a t i o n  of p o l i c i e s ,  p rocedures ,  programs, 
b e n e f i t s ,  g u i d e l i n e s ,  and r e g u l a t i o n s ;  p rov ides  b a s i c  i n fo rma t ion  on 
pe r sonne l  programs and p r o c e s s e s ;  p r e p a r e s  and ma in ta ins  i n f o r n a t i o n  
and r e f e r e n c e s  f o r  employees and t h e  p u b l i c .  

problems and answer employee q u e s t i o n s .  

and p l a c i n g  a d v e r t i s i n g ,  assembling m a i l i n g  l i s ts ,  and p r e p a r i n g  and 
i s s u i n g  c a n d i d a t e  n o t i c e s .  

Contac ts  i n su rance  carriers and /o r  t h i r d  p a r t y  a d m i n i s t r a t o r s  t o  r e s o l v e  

P repa res  r ec ru i tmen t  materials i n c l u d i n g  t y p i n g  j o b  announcements, w r i t i n g  

Schedules ,  a d m i n i s t e r s  and may score w r i t t e n  tests. 
Performs complex c a l c u l a t i o n s  r e l a t e d  to  examinat ion  s ta t is t ics ,  s i c k  l e a v e  

convers ion ,  COBRA payments and e l i g i b i l i t y  p e r i o d s ,  b e n e f i t s  coverage  
and payments, r e t i r e m e n t  c a l c u l a t i o n s ,  and r e l a t e d .  

immigration reform and c o n t r o l  act p r o v i s i o n s .  

ba rga in ing  u n i t  changes)  and r e t i r e m e n t  p l a n  changes.  

l ia ison between employees and t h e  C i t y ;  p rocesses  unemployment 
in su rance  claims. 

Conducts o r i e n t a t i o n s  f o r  new employees;  v e r i f i e s  compliance wi th  

Processes enro l lment  forms; and c o o r d i n a t e s  b e n e f i t  (open en ro l lmen t ,  

Processes and c o o r d i n a t e s  long  term d i s a b i l i t y  a p p l i c a t i o n s ;  s e r v e s  as a 

Conducts e x i t  i n t e r v i e w s .  
T y p e s  c o n f i d e n t i a l  materials i n c l u d i n g  d i s c i p l i n a r y  le t ters  and materials 

Arranges p a r t i c i p a n t s  and schedu les  q u a l i f i c a t i o n  a p p r a i s a l  boa rds .  
P repa res  and ma in ta ins  a v a r i e t y  of complex r e c o r d s  and f i l e s  i n c l u d i n g  

f e d e r a l  and s t a t e  r e p o r t i n g ,  a f f i r m a t i v e  a c t i o n ,  p o s i t i o n  c o n t r o l ,  
s a l a r y  h i s t o r y ,  n e g o t i a t e d  agreemerits,  pe r sonne l  f i l e s ,  arid r e l a t e d  
matters - 

r e l a t e d  t o  meet and c o n f e r .  
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ELAMPLES OF DUTIES ( c o n t i n u e d ) :  

P repa res  and g e n e r a t e s  a v a r i e t y  of r e p o r t s  and s t a t i s t i c a l  summaries 
manually o r  u s i n g  computer sys tems;  t r a c k s  d a t a  and p r e p a r e s  r e p o r t s  
r e l a t e d  t o  depa r tmen ta l  budget .  

Responds t o  r e q u e s t s  f o r  i n fo rma t ion  from o t h e r  o r g a n i z a t i o n s .  
N o t i f i e s  depar tments  of schedu led  pe r sonne l  a c t i o n s  which are due. 
Performs a v a r i e t y  of r e s p o n s i b l e  c l e r i ca l  work i n  suppor t  o f  t h e  depar tment  

i n c l u d i n g  in-person  and t e l ephone  r e c e p t i o n ,  t y p i n g ,  p r e p a r a t i o n ,  
d u p l i c a t i o n ,  assembly and  d i s t r i b u t i o n  of documents,  m a i l  p r o c e s s i n g ,  
photocopying,  and r e l a t e d  t a s k s .  

M I N I M U M  QUALIFICATIONS 

Knowledge o f :  

Fundamentals of t h e  l a w s ,  r e g u l a t i o n s  and p o l i c i e s  govern ing  b e n e f i t s ,  
i n su rance ,  COBRA, e q u a l  o p p o r t u n i t y  employment, and C i t y  p o l i c i e s  and 
procedures .  
Basic p r i n c i p l e s  and p rocedures  r e l a t e d  t o  area of ass ignment  such as 
insu rance ,  b e n e f i t s ,  r e t i r e m e n t ,  r ec ru i tmen t  and s e l e c t i o n ,  and r e l a t e d .  
Systems and methods f o r  recordkeeping  and f i l e  maintenance.  
G e n e r a l  o f f i c e  methods i n c l u d i n g  t h e  o p e r a t i o n  of computers and s t a n d a r d  
o f f i c e  equipment.  

A b i l i t y  t o :  

I n t e r p r e t ,  e x p l a i n  and app ly  complex r e g u l a t i o n s ,  r u l e s  and agreements .  
Adminis ter  p a r a p r o f e s s i o n a l  a s p e c t s  of  pe r sonne l  programs, such  as 
in su rance ,  b e n e f i t s  ( i n c l u d i n g  COBRA), r e t i r e m e n t ,  and r ec ru i tmen t  and 
select ion .  
Maintain c o n f i d e n t i a l i t y  of p e r s o n n e l - r e l a t e d  materials and i s s u e s .  
Perform complex a r i t h m e t i c a l  and b a s i c  s t a t i s t i ca l  c a l c u l a t i o n s  a c c u r a t e l y .  
P repa re  a v a r i e t y  of w r i t t e n  r e p o r t s ,  r e c o r d s ,  and cor respondence .  
E s t a b l i s h  and ma in ta in  e f f e c t i v e  working r e l a t i o n s h i p s  wi th  t h o s e  c o n t a c t e d  
i n  t h e  c o u r s e  o f  t h e  work. 
Type  a c c u r a t e l y  a t  a n e t  rate of  45 words p e r  minute  from p r i n t e d  copy. 

f 

EDUCATION AND EXPERIENCE: 

Any combinat ion e q u i v a l e n t  t o  educa t ion  and expe r i ence  t h a t  would l i k e l y  
p r o v i d e  t h e  r e q u i r e d  knowledge and abilities would be q u a l i f y i n g .  
combinat ion is  : 

A typical 

Educat ion : 

Equiva len t  t o  comple t ion  of h i g h  schoo l .  

Experience:  

Three y e a r s  of r e s p o n s i b l e  c le r ica l  expe r i ence  which has  provided  ItnowLsdge 
of pe r sonne l  depar tment  o p e r a t i o n s .  
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